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STAND-BY - OFFICERS 25X1A

1. The elinination of night duly officers roquires the establishment

of stand-by officers to receive important telephone calls and to perform

other duties during off=duty hours (1700 to 0800 hours each day). A stand-
by officer and an alternate stand-by officer will be detailed for ecuch period,

2. The Exccutive for Persounel and administration will publish, each
month, a list of stand-by officers which will indicate the names y home ad-
+resses and home telephone numbers of stand-by officers to serve during the
month.

3. Telephone calls from other Government (mpartmex;ms s dncluding G-2,
ONI, State Department, FBI, and other sources, will be directed to EXecutive
6ilS » The telephcne opervator on duty wpen receipt of a call will make. an
effort to reach the person desired. Failing at this s ohe will call one of
the stahd~by officers and upon reaching one of +he stand~by officers will dir-
ect th» ca.",l to his home telephone number, Calls from duty officers of +he
War and Nevy Deoax'vucntg will be directed to a C.I.G. stand-by officer. The
operator will make a note of the call and will 1*enort to the Chief Opcratcr
the time that the call was received, the name of the person calli ing, his tele-
phone number, and the stand-by officer to whom the call was dirccted. The
Chisf Operator will forward a report to the C}uai‘, Comnunications D1v1s_hon,
Personnel and Administration Branch, who in turn will forward the report to
‘he Executive for Personncl and Administration, |

L. ' The duties of the stand-by officers arc as follows:

f’;', :Both stand-by ofi‘i‘cers will r.eina.in at their residences available
for telephone corrunication. The s'oand—b‘} officer will leave liis resi-
dence only in the cvynt of a real porsonal emorgency or on official
C.I.G. bus:mess. In either event both the alternate stand-by officer ;
and. thjer C.I.G. telephone operator (EX 6115) must be notified by the
stan.'dr-by‘ovfficv:e‘r. The a'ltern‘z‘lte stand-by of ficer will take over

while"t‘hé stand—bv officer is away. .

b RCCGlVO telophone CullS durlng oi‘f‘—daty hours and 1n the

.' emﬁewsdemamlemgmhmm/ohe @mmpm wzsmmnmsﬁeawm or other
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docﬁmont, will arrange immediatoly upan recedpt of the call to pick

up the message or document at the place indicated, notify alternate

and C.I.G. telephonoe operator, and exanine the contents of ths message.
Upon piclking up a message or document the stand-by officcr will return
to his office in C.I.G. and will make such contacts as arc necessary to
complete the immediate action roquired. Unon completion of such action
the message or other documant will be Filed in a safc plnce, in ac-
cordance with oxisting sccurity regulations. In all instarces on an
urgent matter the Exacutive to the Dircetor will be called, Failing

to reach the Exeéutive to the Director one of the Assistant Dircctors
should be reachod. The telophone nurbers will be available by calling
thé telephone operator at EXccutive 6115,

C. Government transportation will be available for stand~by
officeis for the pursese of carrying out these dutics and may be ob-
tained by calling EXecutive 6115, extension 228l

d. Stand-by officers will not be required to make reports except
in those cases wherc teluphone calls have been riceived or other
dutics performed, in which case a dcfailed report by the stoand-by
officer receiving the call must be made to the Ixcentive fer Personncl

and Adminiétration.

FOR THE DIRECTOR OF CENT™.L INTZLLIGINCE:

25X1A

Colenel, C..C
Executive Lor Porsonncl
and Administration
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25X1A HEMORAND}
: 26 Scptember 1947

SUBJECT ¢ Duty Officors )

(This Memorandum rescinds CIg doted 19 May 1947,
and 0IG Administrative Order ovembor 1946.)  ,pyqa

l. TFor the purpose.of handling urgent matters which may arise during
off-duty hours, tho following ussipmments and procodures will be followeds

0o Duty Officors.
— o POT

(1) The Persomel Branch, A&M, will publish monthly duty
rostors of Executive and CIA duty of'ficors with homo addresses
nnd telophone numburs.  Separate rosters will be maintnined for
Saturday, Sunday -and holiday duty, '

(2) Executive duty officer roster will be comprised of em- 1A
pPloyees of the Executive 0fficos nr ICAPS, in grades P-6, CAF-12 25X :
and higher, loecnted in # Building, and all Assistant

Dircctors, Deputy Assisenne irectors, the Gencral Counsel ond
Assistant Gonernl Counsels,

(3) CIA duty officer roster will be comprised of all othor
CIA employces in grades of P-5, CAF-12, and above,

(4) Any exchanges in assigned detes desircd for personal
convenience can be offectod by mutual agrecment with another duty
officer and notificotion to tho Parsonn:l Branch (extension 561)
of the chonge.

bs  Exceutive Duty Ofricors,

The Executive duty officor wili remain availablo for call at
his residence, notifying the CT4 duty officer and (IA telephone
operator in tho event of the necessity to leave his residence for
tn omorgency or in conjunction with CIp official business.

Ce CIA Duty Officers (Bffective 1 November 1947) - 25X1A
(1) CIA duty officars will report Mondny through Friday .to
Room 7135 Building, at 1630 and remain on duty

" until 1800; and Saturdays, Sunday's and holidays from 0830 +o 1700,

(2) A dlerical assistant, in grade CAF-6 or be will be
available from 0830 to 1700 in Room 7135 ﬂ on Sat-

urdeys, Sundays and holidays, to provide Nocessary stenographic
8ssistance. The clerical duty roster will be prepared and pube
lished by the Personnel Branch, A&M,

RESTRICTED

25X1A
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! (3) Tha CLA duby offieer, after leaving the office, will pro-
" cood to his residencs ond rumain awailablo until 0800 ton take all
incoming enlls for CIA, toking such nction £5 !s reguired. Where
necessary ho will conteot the Exeoutive duty oicor or n repro=-
sontntive ¢f tho particulnr office concsrned., Tn the svent neither
of the above is availeble, he will contnct any parson on the list
of those subhorized to serve as Expeutive duty officers. In.the
ovent of ' call requiring delivary of n messags or document, he
will arrange immedimtely te piek-up the mossag: or document,. ox=
amine the contants, and compleoto any required immedicte ection. .
Upgn comploetion of such artion #ho massage or documsnt will be
Mled ine socures loewbion, in accordance with CIA. Sscurity
Pegalations. !

!
!
;
}
i
i

(4) The CTA duty officer-nssigned for Saturday, Sunday, or
holiday duty will report to the Personsl Assistant to the Director,:
Room 7138, on Friday preceding duky day, or the day bufore holiday
duty, %o rieecive eny spreial inctructions.

(5) A duty officerts log will ho prepesad and kept in Room
7135 rontaining furthor detailed instructions, including a perma-
‘nent list of persowus in individunl officus who cun bo conmtacted
with roegard to matters affesting tlint offics, Eoch fssistant
Dircetor and stalf chicf will sulnit to the Porsonrl fssistant to
the Dirceter immedintoly s list of rot to oxercd six individunls
sosigned to his activity who enn be contnetod, if ncesssary, on
officinl matturs outside of affice hours.  Chenges will be reported
whonover appropriato. .

(6) All eivilinn persenncl why are detriled for Saturday, San-
dry wnd holidny duty mey be piven commensrtory time off or peid
overtine, in neccordance with the nrovisions of CIG- Administrative
Ord:r Mo. 33, dabed 13 November 1946,

- 2« Telophone Scrvisc. The night telephone operntor on duty, upon
receint of u call, will cndetwor to rench the porsen desired, I this is
impessible, and the eall is officinl, she will rccord the nems and telophone
rmuaber of the person enlling and irform thn CIA duby officor. This record,
including the tins the cnll wes received, and the duty officer to. whom the
call wes referred, will be reportsd to the chicf operntor the following
worning. . Thue chied overator will mointain n file of thees vepords in her

of fice. .

‘ 3e . Transportation. . Governmment transportation will be available to
duty officcrs when necessury im the performance of their duty, and mey be
osbtnined by oalling Elecutive=6115, extonsion 20234,

FOR THE DIRECTOR OF CENTRAL INTELLTGENCEs -

NGOUYLVE LoD
Adimlnistretion and Manapgoment

RESTRICTED

DISTRIBUTION: All CIA Prmployees

' ATTACHMENTS : - Wone
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C.I.C. ADL{;}{J;;_TUATIVE ORDER
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smm"—m OFFICERS
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1l. The elimination of mfrht cluw officers r. qu’n\rm Uw c»tnbliplm ent
of stand—by officers to recelve limportant telenhone calls cmd/\to prri‘om
other duties during off--duty hours {1700 to 08GO hours eﬁch day) i gtand-
by officer and an al‘“rue “ut e stand by officer will be detailed for each period,
2. The Execcutive Zos .Perscngnel and administration will publish, each
month, a liét of stand-by ofl‘;’Lcer;\“which will indicate the namss, home ad-

\.

dresses and home telephone numbers of mawd—by ofricers to serve during the

Y
%,

month, 5\
3. Telephone calls from other Gwermyj&n’b devartments, including (-2,
ONI State Department, IFBI, and otior sou“ces, will be Zirectled to FXecutive
6115, The .telephone onerator on duty upon T(;;CQ.Lp"b of a call will make an
effort to reach the person desired. Failingfrat this, she will eall one of
the stand-by officers and upon reaching oner_e“:-:f the stand-by officers will dir.-
ect the call to his home telephone nﬁmber,v'; Calls frow duty officers of the
War and Navy Departuents will be dlrcrtt, 10 a CoT.Gu stand~by officer. The
operator will make a note of the call and will report to the Chief Operator
the time that the call was received, ‘{;he nems of the person culling, his tele-
phone number, and the stand-by of.‘ficer to whom the call wds directed. The
Chief Operator will forward a repo?‘l; to the Chief, Commuiications Division,
Personnel and Administretion Branch, who in turn will forward the report to
the Executlve for Personnel and ;d:umstrdtmn.
1
L. The duties of the stand--bv oLﬁcors are as followss:
a. Both stand-by officcrcs wj'Ll r-evui’q at their residences availabie
for telephone conmunication, Tha sban L—-by of fi el will leave his resi-
dence only in the ewv.ut of a real perscmal emcrgency or on o_Lf1c1al

CeI.G. business, In cither sven’ both the alternate Suand-by Of.LlC(‘r

and ‘the C.I.G. telewohone operavor (EX 6115) must be notlflcd Ly the

A B s ki i e e e 1 LA e e e L i

stand-by officer. The alternate standsby officer will take over
.while the stand-by officor is away, § ‘ ‘ - (

b. Recelve telc,phone culls durl 3

" ;e"ﬁlaﬁrs&& F%%Jéeusssm‘

g off=-duty hours and in the

00 728RODOIO005063HZE or other -
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document, will arrange immed:i.aﬁoly upon receipt of the call to pick

up the message or document at the place indicated, notify alternate

ahd C.I.G. teleophone opora{{,or, and examine the co‘ntunts of the message.

Upon pilexing up a message \o‘tr document the stand-by officer will rofurn

to his office in C.I.G., and x'i\r_:}ll nmake such contacts as arc ncceszary to

complote the immediate action %éqpirc;d. Unon completion of such action
. the message or other document wi].l\bc filed in ei safc nlace, in ac-

cordance with c¢xisting sccurity rugul&\;ions. In all instances on an

urgent mattor the fZxccubive to the Dix‘c;ptor will be called, PFailing

!

to.reach the Executive to the Director %m’} of the assistant Dircctors

should be rcached., The teluphone numbei/r's will b2 available by calling

the telephone operator at EXccutive 61;.5' .

¢« Government transportation w:.],fi be available for stund-by
officers for the purnose of carryin_g'"; out theso dutics and may be ob-

tained by calling EXccutive 6115, é:ctension 228L.,

¢
{

d. Stand-by officers will nojﬂ be required te mako reports except
in those cases wher:s telophone c:?il-ls 2ve been received or other
;
dutics performed, in which case & dztailed report by the stand-by

officor receiving the call must be made to the Zxecutive for Porsonnel
and Administration, Y
i ‘\!'

FOR THG DIRECTOR (F CINTR.L INTE LIGEHCE:

A

25X1A

~ Colonsl; CiC
Expeutive for Porsonncl
and Administration
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/_5/ November 1946 (W’” D

CENTRAL INTELLIGENCE GROUP

C.I.G. ADMINISTRATIVE om)m- 2BX1A

STAND-BY OFFICERS

1. The elimination of night duty officers requires the establishmen‘b of
stand-by officers to receive important telephone calls and to perform otheZ
74
duties during offyduty hour lz(l?OO 0800 hou_vs each d ’Q S /' it
Wy 3 A Ll Aan Q. LA At { /ﬂ]/ “otetf, e, %ﬂ'(u‘" 5 ]%ﬂ({‘ "
il 2 The Executive for Personnel and Administrat: will p\fg M ,/eac}f"»

month, a list of stand-by officers which will indicate the names, home addresses

and home telephone numbers of stand-by officers to serve during the month,

3+ Telephone calls from other Government departments, including G-2 3
ONI, State Department, FBI, and other sources, will be directed to EXecutive
6115. The telephone operator on duty upon receipt of a call will make an
effort to reach the person desired. Failing at this, she will ecall one of the
stand-by officers and upon reaching one of the stand~by officers will direct
the call to his home telephone number. Calls from duty officers of the War
and Navy Departments will bs directed to a G.I.G. stand-by officer. The opera-
tor will make a note of the call and will report to the Ohief Operator the time
that the call was received, the name of the person calling, his telephone
number, and the stand-by officer to whom the call was directed. The Chief Cpera-
tor will forward a report to the Chief, Communications ‘Division, Personnel and
Administration Branch, who in turn will forward the report to the Executive for
Personnel and Administration.

L. The duties of*the stand-by officers are as follows:

/ @w PV IAR WS NI LAy Ty 24
only.leave in the event of a real {;rsonal
A

‘emergency or _on i‘f cial CIG busmess. In either event both the

altamate% offlcer: ? CIG telephone operator (EX 61]5) must :
be.notified by the _offlcer., / // ' /ékcc.,.-féw '
7o i . ;

,ZZQVL/J/ ”--é"‘"/ 2
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~b. Receive telephone calls during off-duty hours and in the
event of a call regarding the delivery of a written message
or other document, will srrange immediately upon receipt of
the call to pick up the message or document at the place indi-
cated, notify alternate and CIG telephone operator, -and:.examine
the contents of the message. Upon picking up ;3. message or docu-
ment the stand-by officer will return to his office in C.I.G.
and will make such contacts as are necessary to complete the
Immediate action required. Upon completion of such action the
message or other document will be filed in a safe place, in
accordance with existing security regulations. In all in-
stances on an urgent matter the Executive tc the Director will
be called. Failing to reach the Executive to the Director one

of the Assistant Directors should be reached. The telephone

numbers will be available by 'calling the telephone operator at
EXecutive 6115.
c. Government transportation will be available for stand=by
officers for the purpose of carrying out these duties and may
be obtained by calling EXecutive 6115, extension 228l.
de Stand-by officers will not be required to make reports ex-
cept in those cases where telephone calls have been received or
other duties performed, in which case a detailed report by the

. stand-by officer receiving the call must be made to the Executive

for Bersonnel and Administration.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

olonel, CAC '

Executive for Personnel
and Administration
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i 15 November 1946

| CENTRAL INTELLIGRNCE GROUP ‘
L C.I.G. ADUINISTRATIVE ORDER . 25X1A

STAMD=-BY CIFICERS

1. The elimination of pight duty officers rrquires the establishment
of stand-by officers to receive important telephone calls and to perform
other duties during off-duty hours (1700 to 0800 hours each day). i stand-
by officer and an alternite stand-by officer will be detailed for ecach period.

2. The Exccutive for Personnel and idmlnistration will publish, each
month, a list of stand-by officers which will indicate the names, home ad-
dresses and home telephone numbers of stand-by officers to serve during the
month,

3+ Telephone calls from other Government departments, including -2,
ONT B Sta.te‘Depa.rtment, FBI, and,other sources, will be directed to EXecutive
6115, The telephone ongrator on duty upon receipt of 2 call will make an
effort to reach the person desired. ‘Failing at this, she will call one of
the stand-by officers and wpon reaching one of the stand-by officers will dir-
~ect the call to his home telephone number. Calls from duty officers of the
War and'Navy Departments will be directed to a C.I.G. stand-by officer. The
operator will make a note of the call and will report to the Chief Operater
the time that the call was rsceived, the name of the person calling, his telc-
phone number, and the stand~by office;r' to whom the call was directed. - The
Chief Opcrator will forward a report to -the Chief ,' Communications Division,
Personnel and Administretion Branch, who in turn will forward the report to
the Executive for Personnel and idministration,

L.  The duties éi‘ the stand-by officers are as follows:

a. Both stand-by officers will remain at their residences available

for telephone communication. The stand-by officer will leave his rcsi-

dence only in the event of a real pecrsonal  emergeney or on official

CoT+G. business. In either cvcnt both the alternate stand-by officer

and the C.I;G. telephone operator (EX 6115) must be notified by the - ’ ,
stahd—b:,f officer, : Thc alternafe stand-by of ficer will take ov@r ‘ “
wlﬁ_.le the standéby‘ o'ffiée_r is aviay, . _ ‘ v : SR 5

b. Re’céive telepho‘ne'c:all's during off-duty hours and in the

. eve::lnt“"bf a call fegérci'i'ngr jbhe“idelive:-y of a written “m‘ess_age ’oriv,,d_t_}i;er
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document, will arrange immediately wpon rccelpt of thu call to pick
up the message or document at the place indicated, notify altcrnuté
and C.I.C. telophono operator, and exaning the contents of the mussage.
Unon plelking up a messago or document the stand-by officor will I’eturﬁ
to his office in C.I.G, and will make such contacts as arc n:eessary to
completo tho immediate actlen requirved. Unon completion of such action
the mussage or other docum:nt will be Fled ina safc place, in tc-
cordance wlth existing. sceurity regulations. In «ll instances on an
urgent matter the Exceubtive to the Dircetor will be called, Failing
‘ﬁg reach the Executive to the Dircctor onc of the assistant Directors
should be roached. The telophone nusbers will bo available by colling
the telephone operator at EXecutive 6115,

c. Government transportation will bﬁ available for stand-by
officers for the purpose of carrying ont these dutics and may be ob-
tained by calling EXccutive 6115, cxtension 228,

d. Stand-by officers will not be roquired to miko reports except
in those cases wherc telophone calls have beon roceived or othor
duties performed, in which case o dutailed report by the stand-by
ofi‘icer-‘ receiving thue call must be mode to the Zxccutive for Porsonnel

and Administration.

’

FOR THD DIRECTOR COF CIUTRL INTILLIGENCE:

25X1A

~Colonzl, Ci
Execcutive for Personnel
and Administration

.
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; ' 15 November 1946
-

CEITRAL INTSTLIGENCE GROUD

C.T.G. ADIIMISTRATIVE OUDER 10,

STAND-RY OFFICENS

. 25X1A
1. The elimination of nlght duty oflicers requires the establishment

of gmnd-—by offlcers to receive important telephione calls and to perform
other duties during of {-duty hours (1700 to 0800 hours sach day). 4 stond-
by officer and an alternate stand-by officer will be detailed for cach period,
2. The Execcutive Zor Personnel and Administration will publish, each
month, a list of stand-by officers which will indicate the names , home ad-
dresses and home telephone numbers of stand-by officers to serve during the
month; ,
3. Telephone calls from othur Government departments, including G-2 B
ONI, State Department, FBI, and 01 her sources, will be directed to EXecutive
611;. The telephone operator on duty upon receipt of 2 c¢all will make an
effort to reach the person desired, Failing at this, she will call’ one of
the stand-by officers and mwon reaching o.nc ol the stand-by officers will dir-
net the call to his home Lcloohonc number. Calls from nutv DfllCQ]‘S of the
War -and Navy Departments will be directed to a Q. I.G. stand-by offJ.cer. The
operator will make a note of the call and will report to Lne Chief Operater
the time that the call was recelved, the name of the person. calling, his tele-
phone number, and the stand-by officer to whom the call was directed, The
Chief Opcrator will forward a report to thc Chief, Communications Division,
Personnel and idministretion Branch, who in turn will forward the report to‘
the Executive for Personnel and Adrinistration,
‘LL. The duties of thé stand-by officers are as follows:
4. Both stand-by officérs will remain at their residences available - ‘
‘for telephone communication, The stand=%y officer will leavé‘his resi-
dence only in kthe cvint of a real porsonal eméz*gency or on'official
C.I.G. business. In sither event both the alternate stand-by officer -
~and the C.I.;G. telephone operator (EX 6115) must be. notified by the
stand-by officéf. The alternate stand-by officer will take over
while the stvand-by of.t‘icer is anay. v

b., Recclve telaphone calls durlng off-duty hours and in the :

e.vcnt of a.call regardlng the delivery of a \.’I‘l‘ttun message or other -
EFFJ:.CTIVE 50 J’UNE 1947 uIG ADMINISTRA'.I.’IVE ORDERS WILL REI\IAIN IN FORCE U‘NTIL CAN—
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documunt, will arrange lmmediately wpon rccelipt of thu call to pick

up the mosgsage or document at the place indiecated, notify altcernate
and C.T.G. vt"olophono opurator, and oxaming the contunts of the message.
Upon picking up a measage or document the stand-by of'ficer will roturn
to his office in C.I.G. and will make such contacts ag arc nicessary to
complote the immediate actlon requirad. Unon complotion of such action
the message or other documsat will be FLled in a safc place, in ac-
cordance with existing sccurity regulations. In all instances on an
urgent mattor tho Exocubtive to the Dircctor will be called, Failing

to reach the lT.xecm;:i.%rc.x to the Dircctor onc of the issisiant Dircctors
should be rcached, Tho telophons numbers will bu available by calling
the tclephone operator at EXecutive 6113,

¢. Government ti"ansportntion will be available for stand~by
officers for the purpose of carryin.g out thess dutics ond may be ob-
tained by calling EXccutive 6115, extension 228L.

d. Stand-by officers will not be roquired to maks reports except
in those cases whero toelophone calls have beon recoived or othur ‘
dutics performed, in which case 2 dutallcd repert by the stnnri—by
officer rocceiving the call must be made to the Excentive for Porsonnel

i and Administration.

FOR THE DIRECTOR OF COHTX.L INTZLLIGENCE:

25X1A

Colonel, C.C
Exccutive for Pcrsonncl
and ALdministration

N T N ——
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1. Pursuant to C.I.0. Adninistrative Ordor Subject:
J

"Ls tablislient of Porsomnol iloview Cormitteo", tho following desiznations are

lLeroby madn:

25X1A

Chairman -
Momber ‘ -
Iembor -

2+ Alternates for the above will be desipmated informally to

the Chairvman of the Persomnel Neview Cormitboe as “he ocemsion requires.

PO ML, TITTI SINORIA Ty v T ~
PO ML, DICTCT CLITRNAL TIWNLLICLICE:

25X1A

Colonel, CAC
Luecutive for Personnel and Adninistration

EFPECTIVE S0 JUNE 1947 CIG ADMINISTRATIVE ORDERS "ILL REMATIN IN PORCE UNTIL CAN-

CELLED OR SUPLRbED”ZD
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